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         Facility List 
  
 Note: Before you start setting up facilities in the system, please review 

the module for Agency, Facility and Program Setup Models and Options. 
 

1. To access the Facility modules of I-SMART, click on Agency and then 
Facility List.  
 

2. You will see the Facility List screen.  
 

3. You can access the Facility Profile, Operating Hours, Special Services, 
Addiction Services, Programs, and Modality Approval by clicking the 
left menu item or the hyperlink under Actions on the Facility List.  
 

 Note: The list of facilities along with all the details appears only after 
you have setup some facilities. 

 

4. To add a new Facility click the Add New Facility Record hyperlink.  
 

5. Facility Name, Display Name, and County are the required fields for the 
Facility Profile. Enter this information and other information as 
appropriate.  
 

6. The Display Name is the name that will appear in the LOC field in the 
WITS banner at the top of every screen. This will populate from the 
name entered in the Facility Name field. It will only be different if it 
needs to be shorter to appear in the banner. This can be modified by the 
user.   
 

7. To edit a previously entered Facility Profile click the Review hyperlink 
under Actions next to the appropriate facility. 

 

Note: All required fields are highlighted in yellow. 
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Facility Profile 
 
8. To enter the address information for the 

Facility click Next on the Facility Profile 
screen.  
 

9. You will see the Addresses list screen. 
 

10. Click the Add Address hyperlink to enter the 
address information.  
 

11. Select the Address Type from the drop down 
list. Enter the Address Line 1 and 2, if 
needed, City, Sate, and Zip Code. Click Save 
to save this information.  
 

12. You can enter another address or click Finish 
if you are done entering address 
information.   
 

13. To add phone number information click the 
Add Phone hyperlink  
 

14. Select the phone number Type from the 
drop down list. Enter the phone number and 
extension, if needed, and click Finish to save 
the information. 
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 Contacts 
 
15. Click on the Contacts menu item.  This section allows 

you to list different staff as contact persons according 
to their functions and roles. 
 

16. To add a new contact click the Add Contact hyperlink.  
 

17. Select the Staff, Contact Type, and Status from the 
drop down list.  
 

18. Enter the Effective Date.   
 

19. Click Save to save the information. The information 
you entered will now appear in the list at the top of 
the screen. 
 

20. If you are finished entering contact information click 
Finish.  
 

21. To review or edit a previously entered contact click 
the Review hyperlink under Actions.   
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         Operating Hours 
 
22. To enter the Operating Hours of a facility click the 

Operating Hours menu item or hyperlink.  
 

23. Select the appropriate response for 24-Hour Crisis 
Services Available from the drop down.  
 

24. Enter the operating hours for the facility for 
Monday in the Operation fields. Enter times in the 
format hh:mm with am or pm indicated. For 
example 9:00 am or 5:00 pm.   
 

25. If the hours are the same Monday through Friday 
click the Set M-F same as M button and the hours 
will fill for Tuesday through Friday.  If the hours 
vary from day to day then you can manually enter 
the hours for each day of the week. 
 

26. Enter hours for Saturday and Sunday if applicable.  
 

27. Enter the hours for Admission, Visiting, and 
Methadone Dispensing in the same way as the 
Operation, if applicable.     
 

28. Enter any comments regarding operating hours in 
the Comment field at the bottom of the screen. 
 

29. Click Finish to return to the Facility List screen.  
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Special Services 
 

30. To enter Special Population Services offered by the facility click the 
Special Services menu item or hyperlink.  
 

31. Select the services offered by the facility in the Special Population 
Services box by clicking on the appropriate service and then clicking 
the right pointing arrow. This will move the selected services to the 
Special Populations Served box. To select more than one item at a 
time use the CTRL key.   
 

32. To remove an item from the Special Populations Served box click 
on the item and click the left pointing arrow. This will move the 
item into the Special Population Services box.    
 

33. To add a record to the General Information section click the Add 
New Information Item hyperlink. 
 

34. Select the appropriate Facility Supported Services question from 
the drop down. Answer the question by selecting Yes or No from 
the drop down list. This will appear in the details field.  
 

35. Enter any other details regarding this service in the Details box and 
click Finish when you are done. This information will now appear in 
the general information list.  
 

36. To review an item click the Review hyperlink under Actions. 
 

37. To delete an item click the Delete hyperlink under Actions. The 
system will display a message asking Are you sure you want to 
delete?  
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 Note: Before you start setting up programs in the system, please review 

the module for Agency, Facility and Program Setup Models and Options. 
 
38. To enter Program information click on the Program menu item or 

hyperlink.  
 

39. The Program List will show all Programs entered for the facility. 
 

40. To add a program click the Add New Program Record hyperlink.  
 

41. The Agency Name and Facility Name will be filled by the system and the 
fields will be read only. 
 

42. Enter the Program Name, Display Name, Daily Capacity, Program Start 
Date and End Date.  
 

43. The Display Name is the name that will appear in the LOC field in the WITS 
banner at the top of every screen. This will populate from the name 
entered in the Program Name field. It will only be different if it needs to 
be shorter to appear in the banner. This can be modified by the user. 
 

44. Select the appropriate response for Modality, Program Specifier, Capacity 
Type, Level of Care, Residence, GPRA program, Report to State, Report to 
TEDS, Age Group, and Gender Specific from the drop down list. 
 

45. Click Finish when you are done. This will take you back to the Program List 
and you will see the Program you added on the list.  
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 Program Setup  
 
Definitions: 

 
• Modality: Substance abuse term for Level of 

Care. 
 

• Modality Specifier: You can group your 
programs into categories such as Adult 
Outpatient, Youth Inpatient, etc.  This is a way 
to map your programs to the Iowa’s reporting 
categories. 
 

• Level of Care: ASAM Level of care that this 
program targets. 
 

• Report to TEDS: Treatment Episode Data Set 
data is reported to SAMHSA monthly.   
 

• Program Start Date: On what date did this 
program start taking clients? 
 

Note: The user can complete all fields on this screen 
or just those in yellow (required). 
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Addiction Services 
 
53. To record Addiction Services offered by 

the facility click the Addiction Services 
menu item or hyperlink.  
 

54. The Agency Name and Facility Name 
will be filled by the system and will be 
read only fields. 
 

55. To select the Addiction Services click 
on the service and click the right 
pointing arrow. This will move the 
items into the Selected Addiction 
Service field. To select multiple items 
at one time use the CTRL key. 
 

56. To remove an item from the Selected 
Addiction Service box click on the item 
and click the left pointing arrow. 
 

57. When you are done entering the 
services click Finish.       
 


